
 

1. LOCATING THE ELECTRONIC LEGAL REQUEST FEATURE 

 

 

To request a legal voucher you must first, click on Legal Voucher 

Requests and select the sub-folder New Request  

 

 

 



2. COMPLETING THE LEGAL REQUEST FORM 

 

 

Fields marked with an asterisk (*) are required fields and must be 

completed. If not, it will result in an Alert at the top of the page 

requiring for completion or correction. If submitted correctly it will 

reflect at the top of the page. You would also find it in your Successful 

Requests folder.  

 



AFTER CLICKING SUBMIT THIS IS WHAT SHOULD APPEAR NEXT 

 

 

 

 



3. LOCATING YOUR SUBMITTED LEGAL VOUCHER REQUEST 

 

 

 

 

If you are unsure if your request was received by finance, 

checking this folder will assure you that your request, if done 

properly, has been submitted successfully. 

 

 

 

 



 

 

4. VALIDATION ERRORS 

 

 

Your request will go to this folder if the WVS’ verification of your 

information submitted on your request against the data in live 

Courtview does not match one or more of the following: case number, 

case name, appointment date, case filed date, and lead charge 

 

 



 

5. RETURNED LEGAL VOUCHER REQUESTS 

 

 

 

 

This is where you will find Returned voucher requests and review 

Finance Comments. You can make adjustments and/or add a 

response to the Attorney Comments before resubmitting this 

request. 

 

 



 

6. COMPLETED LEGAL VOUCHER REQUESTS 

 

 

 

 

This folder will show you what requests have been processed and 

vouchers issued to you and the status of that request as “completed”. 

 

 



7. CANCELLED LEGAL VOUCHER REQUESTS 

 

 

 

In this folder you will find requests that have been Cancelled by 

finance. The reasons for the cancellation can be found by opening the 

request and viewing the finance comments.  


